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REPO:Y O RBCIRDS MANAGEMEIT SURVEY
OF
el OFFICE

In inventoring, evaluating and scheduling the records of the Persomnel
Office a study has been made of the 7iles and their maintenance., The follow-
ing report is submitted together with exhibits. Do these recommendabions it
the administrative requirements of each office?
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The linear feet of records maintained by the Personnel Cffice
pertain primarily to administrative records reflecting personnel management
policy, planning and vprocedural development aud those records accurmlated
incident to maraging personnel., These latter records mgy be divided into
the following categories: Personnal Records, Employee Relation Records,
Eployee Training Records, and Classification and Wage Determination. 211
of these records mey be divided into two general categories namely: ‘those
records of continuing value and those of temporary value.

In order to effect the main parposes for record scheduling namely: to
set up disposal and retirement programs in conformity with the laws and to
set them into operation and at the same time to sponsor and develop a
Govermment wide program for economies and improvement in records managenent,
it has been necessary during the process of inventoring and scheduling fo
rake the following recommendations:

1. Discourage bhe creation ¢f unnecessary rhcords.

2, Warn against the tendency to destroy record material without authority.

3. Encourage frecuent use ol the -astebasket in instances where there

‘ are accurmlations of non-record material,

i« TDiscourage the use of "Dootleg! forms and to encourage the use of

Agency or sbandard forms oi other departments already in existence.

5, Debermine what office maintains "Record Copies" where several copies
of the same maberial is rade,

Tiscourage duplication in record holdings.

Curb tendency to microfilm records when a carbon copy will suffice,

when the original can be retirad or when the material is not con-

sidered of sufficient value to warrant cost of microfilming, This
does not relate to the Vital Materials Program wherein vital records
are dispersed in the interest of mnetional security. Heither does

it relate to those records to be reduced in bulk for permanent

storage. See fxhibit 1.

. Imorovement of file systems and the organization of files in suitable
and efficiert locations considering factors of ohysical proximity to
the unit or units serviced.

10, Encourage selective recorc preservation,

11, Eliminabte accoing materizl into folders where there are few papers
and the file is nobt used frequently, This will result in a saving
of time, material and space. 1t may serve as an additional time
saver at some future date if the material nceds to be microiilmed.

12, Dabes should be noted on the right hand corner of folders as a
ready aid in the periodic retirement of records.

13, The institution of a wuniform charge-out system for Persomnel

" Tolders and Applicant Files, See Exldibit L,
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